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AFPLICATION FOR RECORDS RETENTINN SCHEDULE

OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication ‘\lo 76—RM-1 for instructions on completing this form. Forward signed angnnaInto
’ -Department of Archives and Hnstory, Records Management Dmslon 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. ; : '

H
{

r FOR AGENCY USE _
. Application Date

/78579

Application Number

1. Agency Address '

]

Office of the Comptroller General

‘Insurance Department
Agents Licensing Division
132 State Capitol

Atlanta, Georgia 30334

"FOR RECORDS MANAGEMENT USE

Apphcatlon Number

74-817- A

Date Received Date Completed

[NV 15 1979 | NOV 2 17

2. Person to Contact
Angela Watkins

Working T:tle
Senior Clerk

o Telephone Number
656-2100

3. Action Requested

4. Dates of Series
| Earliest Latest

8. [ Estabusn Retention Schedule; rec?rd will continue to accumulate.
b. [ Dispose of present accumuiztion; no further accumulation anticipated.
c. ¥¥ Amend Application No. __19- 87 —~ Check One: £k Change; ([ Supercede: [0 Void

5. Records Series T Tltle ffollowed by title used in office; if different)

H

6. Division and Office Function

7-1-78 L7-1-79 Request for Certificate of Authorlty

What is the function of the Division and the Office in whi~k this record series is creatnd?

Provides for Administration of State Ins, Laws and Regulations pertaining to licensing of
l insurance agents by reviewing and approving applications for insurance agents licenses
. and Certificates of Authority.

. Record Series Description

I Documents relating to: Requesting authority to Sell

This file contams the following' documents finclude form numbers and titles, if any):

Attach samples of the file, ‘(cerRTAMIN TYPeS OF)

File isarranged: ,ymeyically by assigned Batch number.

nsurance for a particular company.

Included are: wReqhest for Certificate of Authority,' Form G.I.D., 122

8 Monthly Retference Rats

One to six monthsold 1 _; Seven to twelve months old

,_‘twenty -five months and older S€ 1

How often are records referred to which are:

1

seldom ?

——.—; Thirteen to twenty-four months old Seldom .

. 3. Annual Rate of Accumulation of Rerords

Letter-size drawers .

s Legal-sizedrawers ______ _;Shelves ____

/

———er; Other (specify) %__Le_c_o_td__m}__

. \A—50—-71; Rev.76

{Over}




EESE\_IO 10. Questionnaire 7(Plgce an X' in the proper column)
a. Is this the official copy of the series?
X . It 0dt, where is it?
: < - b. Does the series contain confi‘dential information requiring security handling? !f yes, cite law or reguiation.
& al
X ¢. ls this a vital record? ' o
X d._Does this series have historical or long term research value?
e. When one or two documents in the file. make it necessary to keep the entire flle for a long perlod c0uld these
X _documents be scheduled separately? ! !
X f, ls the lnfommmmammmgmgsmmuaneQLngmmm
g. s the information contained in this series ever analyzed and/or recorded in a summarized report?
X If ves. attach copy.
h. Is there a duplication of this series in your offlce or in ancther office or agency?
X | If ves. where?
X1 ils thssmmimmmmmmmmﬂmmm_mmmwwmw
X i.. Does the record series resulit in a computer printout?
11. Retention Requiraments . The following requires the series to be kept:
a. State Law + years. d. Audit period 1 years.
b. Statute of limitation years. : e. Administrative need years.
c. Federal faw : years, f. Federal retention instructions years.

Attach copy or excerpt of laws or regulations. Explain administrative need.

Ga. Ins. Code 56-818a

12. Aporeved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

0O Calendar Year; Fiscal vear; 0 Other ' e then,

£X Hold in the current files area month(s) 1 ______vear(s); shem  and after State aud it, then
0 Transfer to local holding area, hold . .___vyear(s); then

L& Transfer to State Records Center; hold 3. year(s); then

LX Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specify) '

These instructions apply to ail prior and future accumulations of the series.

A

Agéﬁcy)kpd/Deségﬁp’g_ (S;iqnature) Date Records Maﬁa'lement Officer (Signature) Date

Recommendations in para-

graph 12 are approved. State Auditor/Designee ! B M~ -1

(If disapproved, attach letter
of explanation.) Secr ate/Designee ; / / -—2.7--7 7

#ZZ%—,;, /-7 ‘_[,/A,.,Jm _ //'/é"71?

State Records Committee (Signature) Date

A_{mrney General/Designee W / M 7 /7 / - 22

IR—50—-71; Rev. 76 {Revdrse Side)
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APPLICATION FOR RECORDS RETENTION SCHEDULE AL L VT i AL LU
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publimtlon No. 76—-RM-1 for instructions on completing this form. Forward signed orlgmal 9 -

Department of Archives and History, Records Management Division, 330 Capm:l Avenue, Atlanta Georgia, 30334,
Attention: Scheduling Section. : ;

N

-
—

FOR AGENCY USE 1. Agency Address - FOR RECORDS MANAGEMENT USE.
| Application Date Office of the Comptroller General Application Number '
Insurance Department o . 7 q - a 7
Application Number ggentSCLizeni eBDi‘]TESion Dete Recaived Dats Completad
tate Capito u ing '

. Atlanta, Georgia 30334 . AA_'?EJ_E 19?9 | APR 13 '979 ]

2. Person to Contact Working Title Telephone Number
Mr. Walter J. Krygier - Asgistant Deputy 656-2100

3. Action Requested T N T

a. XX Estaonsn Retention Schedule; retord will continue to accumulate.

b. [ Dispose of present accumulation? no further accumuiation anticipated.

| c.__0J_Amend Application No. Check One: [J Change; C1 Supercede; I Void , ]
4. Dates of Series 5. Records Senes Title (followsd by title used in office; if different)

Earliest Latest

3-1-77 | present AGENTS CERTIFICATE OF AUTHORITY POWERS FILES (COMPANY FILES)

L. - —

6. Division and Office Function

What is the function of the Division and the Office in which this record series is created? .- |

The Agents License Division is responsible for processing applications and issuing new
agents' licenses and renewing permanent licenses; examining agents, conducting pre-
hearing conferences and holding formal hearings on offending agents; and for preparing
certificates for agents being licensed as non-residents in other states.

%

7 Record SQries Description

This file contains the following documents (inciude form numbers and rrtles if any):
Attach samples of the file.

Documents relatmg to: maintaining current lists of individuals appointed to sell or solicit

insurance for a particular company, and to collecting annual fees from
companies.

Included are: "Insurance Licensing System; Request for Agents Certificate of Authority
Powers (CGIL 9010-02)," computer printcduts for each company containing
names of agents appointed; and "Request for Certificate of Authority
(G.I.D, 122)" forms submitted by companies during the year for each
new agent appointed.

File is arranged: numerically by company code number.

< . ‘ _ : . \
8. Monthly Reference Rate How often are records referred to which are: B
One to six months oid ____1_._. Seven to twelve months old

; Thirteen to twenty-four months oid _Seldom
= twenty-f.ve months and older_seldom__ 7 -

9. Annual Rate of Accumulation of Rerords ) o , ' T ]
Letter-.glze drawers ; Legalsizedrawers . _;Shelves ——.; QOther (specify) 14 records center,
' boxes

AR-50-71; Rev, 76
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_\@SJ, NO § 10, nggs;l;ipnnaire ) (Place an "X" in the pr hper column)
X . Is this the official copy of the series?

if not, where is_it?

NE—— ——

b Does the series contain co?f:dentaal mformat:on requmng security handhng? If yes, cite law or regulatlon

I"l

X
_k_m_ “I;-t?us a vital record?

X | d. Does this series have historical or tong_erm research value? 5 : /

e. When one or two documents in the file make it necessary to keep the entire f:le for a Iong period, could these

NfA |  documents be scheduled separately?

L 1 X -£.2 1s the information contained in this series ever published? _{¥ \ vgi._anﬁch CODY,

g. s the mformatlon contained in this series ever analyzed and/or recorded in a summarized report?
X | - _If ves. attach cooy, .

h. 1s there a duplication of this ser-@m yokur office, or in ano her office or agency?
| L X | fves. wherep T2RMRSY
X | i, 1sthis serjes (or a majer portion.of itl reqularly microfilmed?__

\Censg A dULD\\-C‘o..j-.d I.V\ Aqaw\'g vgt

X1 1 i._Does the record series result in a computer printout?

11. Retentlon Reqguirements The following requires the series to be kept:
&
i

years.

a. State Law years. d. Audit périod 1
b. Statute of limitation - years. e. Administrative need

years.,

¢, Federal law 2 —.Yyears. f. Federal retention instructions

years.

Attach copy or excerpt of laws or regulations. Explain administrative need.

Ga. Ins. Code 56-848(b) 2

b e — 2 s ta—r

12. Aporoved Dispomnon instructions This agency recommends that the file series be cut off at the end of each:

O Hoid in the current fites area e month(s) _________ year(s); then
O Transfer to local holding area, hold ____________vear(s}; then

XX Destroy.
O Transfer to State Archives for permanent retention.
O Other (Specifyl} _‘

These instructions apply to all prior and future accumulations of the series.

- 0\ wloaa

O Calendar Year; [ Fiscal Year; & Other February then,

XX Transfer to State Records Center:hold —_ 3 _vear(s); #8X and until State audit is completed;

then

esign : %’swre} B __Date { Records Management Officer bignamm}
F

ﬂ,ﬂ'ﬂé—a l/‘/Z:-??

Recommendations in para-
graph 12 are approved. State Auditor/Designee

(If disapproved, attach letter
of explanation.} Secret tate/Designee

Attorney General/Designee / m ‘7/”27’ ?1?

AR-50—71; Rev.76 ( Flcvaru Sidel
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